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hief, Management Staff
SUBJECT t Use of Standard Form 50 as Notificatlion of
Confidential Funds Personnel Actions
Your concurrence is requested in the attached staff study proposed
for approval by the Assistant Director for Personnel, Its approval would
result in the adoption of a modified Standard Form 50 (SF-50), Notification
of Personnel Action, for the authentication and notification of official
personnel actions involving employees pald from confidentisl funds, Stan~
dard Form 52 (SF-52), Request for Personnel Action, would no longer be
used for notification purposes in lleu of the SF-50, although the SF-52
would continue to be used for the purpose of requesting official versonnel

actions,

Chief, Plarming an ysis staff
Office of Personnel
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18 OCT 1954

HEMORANDUM FOR:  Assistant DPirector for Personnel

SUBTRCT . FWotifieation of Confidential Punds
Poroconnel Actione

1. FROBLEMs

To provide a more affective oand economical method of notifying
ipdividuals and compoments goncerned that an official persomel
astion has been authenticate! by the Dffice of Persormel when
the smployee eongerned is paid from confidential funds.

2, FACTS BEARING ON THE PROBLEM:

a. In order to ineure handliing and routing on a "need-to-know® basis,
4t 15 necessary that notifieations of personnel sctlons involving
employess npaid from confidential funds be distinctly different in
appesrance from those invelving employees paid from vouchersd funds,

b, Standard Farm 50 {8F-50), Notification of Porpormel Action, was de-
signed and promlgated by the U. g, 0ivil Service Com:lssion (cac)
in 1949 and 1s the accepted official wotification of muthenticnted
personnel astions in general use throughout the Govermment, In this
Agency, the 5P-50 is used only vhen the employee esonoerned lg pald
fvom vouphered fumds or vhen a reassiganent involves both a vouchered
and a confidential funds pesition, Standard Form 52 (8P-52), Request
for Persormel Aetion, is used vhen the employee is pald fron confidene
tial funds,, i, " :

\"i,yv\ :

eo | tuide to the Preperation and Processing of Standard Yorm
42, Request for Pavsormel Action, reqvires operating components to
sutmit up to eix coples of the <52 when requesting a parsomnel asebion
involving an employee raid from veushasred funds, Oenerally, howover,
the mmber required does not excesd thres. If the employes concerned
is peld from confidential funds, however, the requesting office is
esked to submit up to eight coples of the SF-52, The purpose of re-
quiring additional coples ¢” the form in the case of eonfidential finds
sotions is to provide the Office of Persornel with copiea for use in
lieu of the SF-50,
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In addition to those required by the Cffice of Tersomnel, many re-
quasting offises prepare seversl extre ooples of the SF-52 for ine
ternal use,

The majority of $F-52t's sulmitted by requesting offices require one
or more pefesnd-ink corrections on ame™ coypy.

Coples of personnel actions involving employees paid from confidemtial
funds reguire s SECRET secwrity classificstion,

DISCUSSICN:

It sppesrs quasti-nsble whether the preparntion of extra coples of the
8F.52 by requeeting offices for use by the Office of Personnel in lieun
of the ﬂ'uﬁﬂ i justifishle or deail e, In addition to the fact that
this procedure places & very heavy bwden of work on operating off ces |
particularly in the DD/P — the fact that a majority of SF-521s recelved
in the Office of Parsomnel require extensive pen-and-ink correctlons on
each ocopy, considersbly increases the volume of work in the Processing

and Records Divialon of this OfMMoe and materially insreases the posal-
bility of clerical errors, Often, as rmany as eight coples rust be
eorrected and ocassionally the individusl making the correctlions is
interrupted and tcciden‘oally fh::.ls to cabeh every copy. Also, prior to
suthentlication and dlstributior of the SF-52, all corrections rust be
earefully checked in the Transsctions Section, In some cases, correc-
tions ere so extensive or typinz so {llegible that the SF.52 im re-typed.
In addition, the Mashine Records and Finance Divisions of the Compirollerts
Office aro asked to acoept, as offiaiml, doouments which, in mmny f*@.sea,
are barely legible and show nmaperous alterations. The iImpression is given
that any one who wishes to do eo can elter this official document at rrace
tieally eny processing stage,

Consldershle study has been glven to the use of a modifisd 3F.50 for con-
fidential funds actions, It would agaar that adoption of the SP.50 for
this purpose would obviste the need the preparation and submisalon of
axtre coples of the SF.52 bty requesting offices for the 0ffice of Persomnel
use in lisu of the SF-50, thus eliminating a heavy burden of work in operaw
ting offices and in the Office of Personnel, Also, it 1s likely that
clerical errors would be minimized,

A modified verslion of the SF-50 has been devised which iz distinctly
different in appearance from the SF.50 cwrrently in vse, providing a
dependsble basis for special handling of either {See acaoorpanying exhibit),
Aleo, in order to mininise ocutgide interest in or diselosure of the Ag’e"’m* ta
internsl procedures, an effort has been rmde to devise a modifieation whieh
would not requirs the prior approval of the USC or other sgensy, In this
gommection, inforrnl) discussions with Management Staff and Logistios Office
vepresentatives reveal that an 3F-50 modifled as shown on the astorpanying
exhilit ocould be procured throush the (eneral Services Administration from
the Govermment Printing Office without prior C3C approval, Prior approvel
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is not considered necessary udess the modifieation imvolves slter-
ation of the format or the coler of parer on which the form is printed.

It is important to note that the adoption of a modified SF-50 for con-
fidential funds persomnel acticns would not inorease the total work
burden on the Office of Personrel, PTis 1s due to the fact that con-
siderably more time and effort 1s cwrently expended in making pen-end-
Ink sorrectlions on up to eight coples of the 8F.52 and in cheeking and
verifying these eorrections then would be required to prepare snd dis.
tribute the P50,

COMGLUBIONSS

Use of the SF.52 in lieu of the SF.50 for persomnel aotions invelving
individuals pald from confidential funds requires an unnecessarily large
volune of paper work for the Offlce of Persomnel and for regquésting offices
and materially increases the pessibility of clerieal error at several proe
cessing singes,

Moption of an appropriately medified version of the SF.50 for the purpose
of authentisatlon and notification of confidential funde persornel actions
would materially reduce the worr required in the preparation and rrocessing
of mueh amotione and should mind-ime clerical errors,

RECOMMENDATION:
It is recommended that a sevenspart SF-50, modified as indicated in the
attached exhibit, " edopted for use in mrthemticating offieial persernsl

sotions Involving employees padd from confidential fimds end that ‘he use
of the SF-52 for this purpose be diseontinued,
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Breetor of Secwrliy

Mhief, Wnageent Laff ) |

APPROVID i

Assistant Direstor for Pertomel
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REV. APRIL 1951
PROMULGATED BY
U. S, CIVIL SERVICE COMMISSION

CHARTER RI1FFEDERAL PERSONNEL MANUJAL CENTRAL INTELLIGENCE AGENCY

NOTIFICATION OF PERSONNEL ACTION

f. NAME (MR.—~MIS5—MRS.~ONE GIVEN NAME, INITIALIS}, AND SURNAME) 2, DATE OF BIRTH 3. JOURNALORACTION No.| 4. DATE

This is to notify you of the following action affecting your employment:

5. NATURE OF ACTION (USE STANDARD TERMINOLOGY) 6. EFFECTIVE DATE 7. CIVIL SERVICE OR OTHER LEGAL AUTHORITY

/>

FEoH VA

8. JOSITION THTLE

9. SERWICE, SERIES.
GRADE. SALARY

NORGANIZATIONAL
IGNATIONS

l ] | FIELD i l DEPARTMENTAL 12. FIELD OR DEPT'L FIELD | _'l DEPARTMENTAL

13, VETERAN'S PREFERENCE 14. POSIT]ON\N{SSIFICATION JION

NONE | WWII JOTAER[ 8-PT. | {g.poinT i NEW | VICE | 1. A. [REML{

DISAB. OTH P \

17. APPROP, lATlON 18. SUBJECTTO C. S.
RETIREMENT ACT
FROMy {YES—NO)

SAMPLE COPY

22. SIGNATURE OR OTHER AUTHENTICATION

ENTRANCE PERFORMANCE RATING:
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